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Personal Comments re Career Service Development

This is a tool vhich has been devised to be advantageous
to the agency to encourage its persomnel to operate at peak
performance.. Its execution so far has falled to be as effective
ag it should be. It is believed that though it should be un-
necessery for ceremonies, a little more ceremony should be
attached to the induction peried. Many humen beings give more
of themselves when they are made to feel that they are important
to an ovetall operation as vast and as important as the missions
and functions of an agency simch as this., The role of the
supervisor is most important, since in most situations he is
closest to = given area, but sympathetic supervisionr, ss seems
to be stressed, is not enough.

Whenm recognition is given from the very high eschelons it
carries much weight in the effectiveness of the performance of
a supsrvisor &3 welk as the personnel under his direct command.
The induction into Career Service can be made to serve the function
of the recopnition from persons in high places. Little more
care should be exscuted in the selection of the person to do
the induction and what he is to say at the inductim.

The writer recognizes that with memy persons this is not
necessary, but there are:many who do require it., The support
staff, to technical and specialized personnel is most necessary.
The top is no stronger than the foundation upon which it sits.
These are the people who need the recognition. Often times
this cen be a more fordéful tool than even money.

Therefore, this most foreeful tool as an incentive W —the
Career Development Service ,should be used end handled e little
mors carefully in order to recheve the returns that it is capable

of proeducing. 25X1A9a
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Comments of the Information Control Unit on report " Career Development
for the Geographic Area."

The Information Control Unit feels that this report is the first of itse
kind to give a clear cut understandable explanation of the career service
program of the ageney as it relates to the Geographic Area.

Since the unit consists entirely of clerical personnel, our interests
are primarily concerned with possible developments in the clerical category.
It 1s stated in the report that no definite program to date has been
worked out for career development in the clerical field., This suggest
that such a program will be worked out in the future. Therefores, our
comments are being submitted in the form of suggestions that rmight be
weighed pending the outlining of such a program,

A. FOR PERSONNEL ALREADY ABOARD:

1. That persons in clerical positions have folders reviewed
annually around the period following completion of fitness
report.

2. that this review be made by the administrative officer of the
area in cooperation with the supervisor or person in charge of
the unit.

3. that personnel(Office) alert the administrative officer of
the area to new openings which are or whll be availsble in
his component of the agency or in some other component of the
agency, due to an increase in responsibility, or the creation
of some new unit due to new requirements placed upon the agency.
4e that the adminfistrative officer post, either by informal
memo to the supervisor or by bulletin board, these openings so
that they will be available to all clerical personnel. This
information might also be put into the daily dtary and left

to the discretion of the supervisor as to its dissemination to
personnel within the unit.

5. that upon receipt of notice of openimgs the administrative
officer request that the folders of those persoms eligible for
these new openings be sent to the office or agency component
having available avanceable positions. This would be done if
the administrative officer feels that the applicant has the
basie qualifications and has increased his usefulness by on
the job experience, Then the recruiting is done from within
and would be advangageous to the agenck as well as to the
individual..
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B.

FOR NEW PERSONNEL COMING ABOARD (WITHIN OR WITHOUT)

1. That on arriving in the area, he be briefed by the administra-
tive officer as to basic requirements on major categories into
which he mey move. (The brkefing woudd be dependent upon
information contained in Form 57 as to formal training

2, that the supervisor be permitted to review the folder of the
new recrult so that the sypervisor is put in a better position
to determine whether the persommel in the area under his super-
vision have the basic quilifications for any new openings which
may arise or for any training courses which the agamcy has
available, '

3. that the administrative officer after having review the folder,
encourage the new recruit to study on his own to facilitate his
moving lhto new fields of activity. He will have gleaned ex-
perience from on the job perfomance but with new or additional
tools, he can better meet the damands placed on him in moving
laterally or horizontally.
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